Estimated Time To Complete 5.5 Months

Succeeding At Competition

STEP 7: DEVELOP THE MANAGEMENT PLAN

7.1 OVERVIEW
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¢ Major Milestone Event

The purpose of Step 7 is to develop a
Management Plan that consists of the Most
Efficient Organization (MEO) document, an
In-House Cost Estimate (IHCE), a Technical
Performance Plan (TPP), and a Transition
Plan (TP). The Management Plan is the in-
house organization’s “offer” that will be
compared to the best value offer submitted
by private industry. Step 7 should take
approximately 23 weeks to complete.

The development of the Management Plan is
an iterative process. The goal in creating the
MEO is to develop the best possible
organization to perform the work defined in
the PWS. The IHCE will be based on the
MEQ'’s performance of the PWS and
provides the basis for the government’s cost
for competition. The Technical

Performance Plan is the government’s
proposal for meeting the performance

requirements of the PWS and must be based
on the MEO. The Transition Plan describes
the organization’s plan to move from the
current organizational structure to the MEO
while maintaining performance levels. All
of these tasks are interrelated, developed
concurrently and, therefore, can begin at any
time in Step 7.

The Management Plan must reflect the
scope of work defined in the Performance
Work Statement (PWS) developed in Step 2
and support the performance requirements
included in that document. In developing the
Management Plan, the activity under study
may consider any prior business case
analysis, business process reengineering, or
organizational analysis efforts that have
been conducted. The completion of the
Management Plan concludes the primary
involvement of the CA team.
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7.2 DESCRIPTION OF KEY TASKS

MONTH 2 MONTH 3 MONTH 4

MONTH 5

MONTH 6 MONTH 7

7.2.1 Gather and Analyze Data

Much of the data required to develop the
Management Plan is the same information
collected during Step 2 for development of
the PWS.

CO Tip: This guide discusses industry staffing
standards, work sampling techniques and
measures of productivity. This discussion is
intended to provide examples and is not an
exhaustive discussion of analysis techniques.
Each activity should use analysis techniques that
are appropriate for the function under study and
that are appropriate for developing the MEO.

7.2.1.1 Data Gathering Interviews

Interviewing employees in the activity that is
the subject of the CA study can be an
effective data gathering technique. During
interviews, the CA team should identify any
non-routine tasks performed by employees
of the activity to ensure that these tasks are

0

Complete
MGT Plan

included in the workload analysis. The CA
team should also identify any future new or
additional workload requirements that the
activity is planning to undertake. This
includes consideration of additional
requirements that must be met if the service
provider is a contractor selected as a result
of the cost comparison. As in the
Performance Work Statement, the
Management Plan must include activities
required to comply with requirements
imposed by statute or regulation in the
performance of the function under study.
Template 7.5.2 presents a Sample Interview
Guide.
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CO Tip: The CA team should consider applying
for waivers, where applicable, of any regulations
related to the function under review if it will
enable the activity to be performed more
efficiently.

Exhibit 7-1 lists data elements that may be
used for both the development of the PWS
in Step 2 and the development of the
Management Plan in Step 7.

Exhibit 7-1
Data Elements

PEOPLE PROPERTY/EQUIPMENT/ SUPPLIES ‘ FACILITIES DATA
e Organization Chart e Maintenance Manuals ¢ Plant Layout
e Current Staffing e Inventory Of Equipment e Installed Equipment
e Position Descriptions e Inventory Of Material e Map Of Installation
« Position/Grade e Survey Of Plant Equipment ¢ Building Maintenance
Records
e Attendance Records e Cost Data For e Utility Usage Data
Replacement/Upgrade
Equipment
*  Special Exempt Data * Materials Consumed Or Used |« Environmental Impact
Studies
» Training Records
* Union/Collective
Bargaining Unit
* Awards Data

OPERATION UNDER STUDY ‘
»  Operating Procedures - Workflow | ¢
e Training Manuals
e Climate/Weather

*  Definition Of Workload
Measures

*  Workload Data At The Lowest
Functional Level

*  Measures Of Productivity
e Historical Workload

e Quality Measurements

«  Existing Contracts

COMMAND

All Command Notices And .
Instructions

e Applicable Laws And
Regulations For The Function
Being Considered

| PRIOR STUDIES
Business Case Analysis
e Prior A-76 Studies

. Business Process
Reengineering

7.2.1.2 Estimating Workload
Requirements

The CA team may find it necessary to
estimate workload requirements. Workload
estimating techniques that may be used
include reviews of historical data and work
sampling. The review of historical data

begins with determining the data required
and identifying appropriate sources of
information. Copies of previous reports or
studies that specify the volume of work,
resource requirements, productivity rates,
performance requirements and standards, or
performance times should be obtained. This
information can be used by the CA team to
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define work requirements over a period of
time.

In performing work sampling, the laws of
probability are applied to forecast the
amount of time that will be spent on various
tasks. This is accomplished by making
random observations of the work conducted
over a period of time. This is generally done
using random sampling to reduce the level
of bias that may be introduced into the work
through sampling observations.
Observations of current work can be used to
determine the proportion of time dedicated
to productive versus nonproductive tasks.

7.2.1.3 Analyzing Current
Organizational Structure and Processes

During this stage, the CA team documents
the organization as it exists at the start of the
study. This should include a description of
the organizational structure (both formal and
informal), the mission and functions,
staffing plans, facilities, and equipment. In
developing the staffing plan for the existing
organization, the CA team must identify all
staff assigned to the function. This includes
all full-time and part-time government
employees, military personnel, and any
contractor employees currently participating
in the function under study. In addition, all
military personnel, both full time and part
time, who will participate in the function as
part of the Most Efficient Organization must
be included in the Management Plan. The
cost of labor provided by military personnel
is based on the composite rate for uniformed
personnel established by DoD or other
applicable comptroller.

7.2.2 Develop the Most Efficient
Organization

In developing the Management Plan, the CA
team must describe the optimum
organization, known as the Most Efficient
Organization (MEO), to perform the work
specified in the PWS. Any improvements in
operations, reductions in staffing,
improvements in facility layout or
equipment utilization, or any other ideas
designed to improve performance are
documented in the MEO.

Many techniques are available to the CA
team in developing the MEO. The CA team
should focus on innovative and creative
approaches to performing the function;
however, the MEO must be an organization
that can be implemented by the government.
In developing the MEO, the CA team may
use business process reengineering
principles, activity-based costing, business
case analysis techniques, or organizational
analysis. Because of the time constraints
imposed by the A-76 time-line, the CA team
may use some of the foregoing techniques in
conjunction with simulation models.
Creating a simulation of the MEO may help
the CA team visualize the impact of changes
recommended in the MEO. Template 7.5.1
provides a sample outline of an MEO
document and a sample MEO appears at the
end of Step 7. Template 7.5.3 presents a
format for the MEO Staffing
Recommendations.

The following are examples of information
that may be used to develop the MEO:

* Organizational chart—new
organizational structure required to
support the MEO

* New work breakdown structure

* New workflow design
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* New position descriptions and grade
structures

* New performance measures

* New facilities layout and productivity
enhancing equipment

* Recommended revisions or amendments
to existing contracts

» Estimates of materials and supplies
needed during the performance period.

7.2.2.1 Mock Reduction In Force

After the MEO is developed, the Human
Resources Officer (HRO) may conduct a
mock reduction in force (RIF). The purpose
of the mock RIF is to help with the transition
plan under both scenarios. The mock RIF
assists in estimating the costs of relocation
and training affected personnel and
minimizing adverse impacts on employees
by planning for how to place or assist them.
If the Government loses the bid, the
information will be useful in planning for
the reductions of the entire in-house
organization. If the Government wins the
bid and has to implement the MEO, the
information can be utilized in implementing
the reductions of the affected personnel.

CO Tip: The mock RIF creates highly sensitive
information that should be restricted to a very
limited distribution.

7.2.3 Develop the In-House Cost Estimate

The IHCE is the part of the Management
Plan that details the cost of the MEO’s
performance of the requirements in the
PWS. The IHCE can be prepared based on
the following factors:

» Personnel Costs

» Material and Supply Costs

» Other Specifically Attributable costs
— Depreciation

- Cost of Capital
- Rent
- Maintenance and Repair
- Utilities
— Insurance
- Travel
- MEO subcontracts
— Other Costs
e Overhead Costs
e Additional Costs.

Template 7.5.4 provides an example of an
In-House Cost Estimate using the Cost
Comparison Form (CCF) format. A sample
IHCE based on the simulation appears at the
end of Step 7.

The A-76 Supplemental Handbook states
that an activity will not be converted to
contract on the basis of a cost comparison
unless a minimum cost differential is met.
The minimum cost differential is the lesser
of 10 percent of in-house personnel related
costs (Line 1 on the CCF) or $10 million
over the period of performance.

The Air Force Management Engineering
Agency has developed the OMB Circular A-
76 Cost Comparison System called
COMPARE which is an automated system
for developing the In-House Cost Estimate.
This system is available through the OSO
and may be used to prepare the IHCE.

7.2.4 Develop the Technical Performance
Plan

The Technical Performance Plan (TPP)
describes how the MEO will perform the
work requirements of the PWS. The TPP
must be responsive to the requirements of
the PWS. The TPP specifies how the
performance requirements will be met,
measures of performance, staffing by
functional area, staffing utilization, facilities
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utilization, and it describes how changes in
the workload will be addressed in the new
organization. An outline of a Technical
Performance Plan is provided in Template
7.5.5. A sample Technical Performance
Plan is included at the end of Step 7.

7.2.5 Develop the Transition Plan

The Transition Plan describes how the
current organization will make the changes
necessary to implement the MEO. The
Transition Plan should account for two
possible outcomes: the transition to the
MEQ, if the government wins, and the plan
to transition to contract performance, if the
contractor wins. An outline of a Transition
Plan is provided in Section 7.5.6. A sample
Transition Plan is included at the end of
Step 7.

7.2.6 Prepare for Independent Review of
the Management Plan

The completed PWS, QASP and
Management Plan, along with supporting
documentation, are forwarded to the
Independent Review Officer (IRO). The
IRO acts as an independent authority to
certify (refer to Step 9) that data contained in
the Management Plan reasonably establishes
the government’s ability to perform the
PWS within the resources provided by the
MEOQ, and that all costs entered on the CCF
are fully justified and calculated in
accordance with the procedures described in
Part 11 of the A-76 Supplemental Handbook.
The IRO provides this certification in
writing on the CCF. Typically, the IRO is
outside the Command under study at least
one or two levels above.

To prepare for the independent review, the
CA team should complete the Pre-
Independent Review Checklist shown in

Template 7.5.7 and prepare a letter
scheduling the independent review.

7.2.7 Develop MEO Quality Control
Procedures

When services are performed by the MEO as
a result of a cost comparison, a formal
review and inspection of the MEO should be
conducted. Typically, this review should be
conducted following the end of the first full
year of performance. The Post-MEO
Performance Review confirms that the MEO
has been implemented in accordance with
the Transition Plan, establishes the MEO’s
ability to perform services of the PWS, and
confirms that actual costs are within the
estimates contained in the in-house cost
estimate. Adjustments may be made for
formal mission or scope of work changes.
The A-76 Supplemental Handbook states
that Post-MEO Performance Reviews will
be conducted on not less than 20 percent of
the functions performed by the government
as a result of the cost comparison. As a
result of the Post-MEO Performance
Review, if it is determined that the
government has failed to implement the
MEO as provided in the Transition Plan or
that the MEO is not meeting the minimum
performance standards, the contracting
officer will award a contract to the best-
value contractor who participated in the cost
comparison. If award to the best-value
contractor is not feasible, the contracting
officer will immediately resolicit to conduct
a revised and updated cost comparison.

Quiality control and quality assurance are
two components used to monitor the quality
of the work performed by the MEO
throughout the performance period and to
prepare for the Post-MEO Performance
Review. The MEO develops and
implements a quality control process to

7-6



Estimated Time To Complete 5.5 Months

Succeeding At Competition
Step 7: Develop The Management Plan

ensure that quality standards are met.
Government Quality Assurance Evaluators
(QAE) develop quality assurance procedures
to ensure that the MEO is following its
quality control process and meeting the
requirements of the QASP.

Template 7.5.8 provides a list of issues to be
considered in developing the MEO quality
control process and in preparing for the
Post-MEO Performance Review. A sample
description of an MEO quality control
process is included at the end of Step 7.

7.3 ROLES AND RESPONSIBILITIES
Key Players

e Commanding Officer

The Commanding Officer should remain
involved in the tasks that occur in this
step and participate in resolving any
critical issues that might arise. The
Commanding Officer should continue to
motivate staff and provide guidance and
leadership in the development of the
Management Plan. The Commanding
Officer ensures that this step is
completed as scheduled in Step 1.
Finally, the Commanding Officer needs
to be sensitive to the anxiety of
personnel being studied and address their
concerns to the extent possible.

CO Tip: The Commanding Officer also has final
approval authority for the Management Plan,
which consists of the MEO document, In-House
Cost Estimate, Technical Performance Plan, and
Transition Plan. This includes certifying the MEO
before the IRO’s review.

e Senior Management

Senior managers should keep informed
about the impact of the A-76 study on
the function and support the CA team’s
development of the Management Plan to

the extent required. This may include
providing information about activities
and providing people to support the A-
76 study. Senior management may also
assist the CA team in developing new
operating procedures that cross
organizational boundaries.

Functional Manager

Functional managers should support the
CA team’s development of the
Management Plan as needed. This
support may include making personnel
available for interviews as requested by
the CA team. Functional managers
should ensure that data collected by the
CA team presents an accurate and
complete description of the function
under study. If the CA team encounters
problems collecting data, the functional
managers should help resolve these
problems. Ultimately, the functional
manager is the largest stakeholder in this
process and must be actively involved in
the key business decisions that will
affect performance regardless of whether
the function ultimately is performed by
the MEO or by a contractor.

CA Team Leader/CA Team

The CA team Leader is responsible for
developing the Management Plan on
schedule and delivering it to the
contracting officer. He or she should
provide periodic updates to the
Commanding Officer on the status of the
A-76 study. Serious impediments to the
timely completion of the Management
Plan should be discussed with the
Commanding Officer along with
recommendations for resolving these
problems. Careful coordination with
persons who provide data in support of
the Management Plan development will
also contribute to the timely completion
of the plan. Also, discussions with peers
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of CA team members who have
conducted similar CA Studies may
facilitate the development of the
Management Plan.

Comptroller

The comptroller provides required cost
data to the CA team. The comptroller
begins planning for the reallocation of
funds that may be required depending on
whether the MEO or a contractor
performs the function as a result of the
cost comparison process.

Human Resources Officer

The Human Resources Officer (HRO)
provides the CA team with position
descriptions for affected employees in
the current organization and proposed
position descriptions for the MEO. The
HRO conducts the mock RIF and
provides information to the CA team in
support of developing the Management
Plan.

Union(s)

Union(s) may assist the A-76 study by
informing union members affected by
the study about the A-76 study process,
their rights to appeal the outcome of the
cost comparison process and their
possible rights of future employment
with a contractor if a contractor is
selected to perform the function as a
result of the cost comparison process.

Outsourcing Support Office

The OSO is available to provide advice,
assistance and support to the
Commanding Officer and the CA team
to the extent required. Outside
assistance may serve as the CA team, or
supplement the team as may be
necessary given the Commanding
Officer’s existing resources and
available expertise.

Advisory Players

e One Level Up Review

The reviewing authority one level above
the activity involved in the A-76 study
should provide overall guidance and
direction to the Commanding Officer.

In addition, they should provide
oversight to the process of developing
the MEO.

* Legal Counsel

Legal counsel provides advice to the
Commanding Officer and CA team on
how to conduct the A-76 study in
accordance with applicable statutes and
regulations.

7.4 CHECKLISTS FOR KEY PLAYERS

e Commanding Officer

1. Ensure that the Management Plan is
developed on schedule

2. Meet with CA team to monitor progress
and resolve appropriate issues

3. Periodically report progress of A-76
study to the command sponsor

4. Meet with senior management and
affected employees to share information

5. Facilitate data gathering and ensure
cooperation of employees with CA team

6. Review and comment on draft
deliverables

7. Approve final deliverables of Step 7.

e Senior Managers

1. Meet with Commanding Officer and
functional managers as required

2. Communicate with liaison and command
sponsors

3. Assist CA team in developing the
Management Plan as required.

e Functional Managers

7-8



Estimated Time To Complete 5.5 Months

Succeeding At Competition
Step 7: Develop The Management Plan

1. Meet with Commanding Officer and
other senior managers as required

2. Meet with subordinates to provide
information on A-76 study status

3. Assign subordinates as required to
support the A-76 study

4. Safeguard future employment rights of
affected employees who may be
interested in working for a contractor if a
contract is eventually awarded

5. Communicate with liaison and command
sponsors

6. Assist CA team in developing the
Management Plan as required.

 Human Resources Officer

1. Conduct mock RIF
2. Provide position descriptions for current
organization and MEO.

e Comptroller

Provide cost data and budgetary support
to CA team as required.

e CA Team Leader

1. Prepare Management Plan and
supporting documentation.

2. Adjust assumptions as required.

3. Meet with Commanding Officer to
provide progress reports and to resolve
any key issues.

4. Meet with functional manager to receive
input in support of Management Plan
development.

5. Meet with CA team to discuss A-76
study progress and resolve key issues.

6. Ensure continued focus of CA team on

satisfying data collection requirements.

Collect data.

Analyze data.

9. Estimate workload and performance for
contract period.

10. Develop MEO.

o N

11. Develop In-House Cost Estimate.

12. Develop Technical Performance Plan.

13. Develop Transition Plan.

14. Complete the independent review
preparation checklist.

15. Prepare a letter scheduling the
independent review.

16. Ensure that any waivers requested or
granted are brought to the attention of
the Contracting Officer.

75 TASK TEMPLATES

This subsection provides the Commanding
Officer, CA team, and team leader with
templates to guide them in developing the
Management Plan. The team should tailor
these templates as required to ensure the
development of the best possible
Management Plan. The following templates
are included in this section:

7.5.1 Most Efficient Organization Outline
7.5.2 Interview Guide

7.5.3 MEO Staffing Recommendations
7.5.4 In-House Cost Estimate (Cost
Comparison Form)

7.5.5 Technical Performance Plan Outline
7.5.6 Transition Plan Outline

7.5.7 Pre-Independent Review Checklist
7.5.8 Post-MEO QA Plan

7.5.1 Most Efficient Organization Outline

The primary deliverable in Step 7 is the
development of the Most Efficient
Organization. This document describes the
new organization and represents the
government’s best effort at creating the most
efficient and cost effective organization
possible to perform the work specified in the
PWS. The more cost competitive the MEO
is, the better the chances are for the in-house
organization to win the competition with the
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private sector. An outline of what the MEO
document should like is provided below.

Template 7.5.1: Most Efficient Organization Outline

Executive Summary
Objective
Approach
Assumptions

Introduction
Purpose of the study
Description of the function under review—specify the boundaries of the
study
Description of the methodology/approach

Il. Current Operations
Organization Mission Statement
Organization and Staffing — describe the specific tasks that are being
performed, how many FTEs are authorized to perform the task, and
how many are actually required to perform the task
Operating procedures
Workload data
Equipment analysis
Facility analysis
Materials analysis

II. Analysis of Current Operations
Analysis of mission and recommendations for changes
Organization — discuss the current organization and its ability to
perform the mission and identify areas for improvement
Operating procedures
Workload analysis — discuss the current workload and areas of known
future requirements
Staffing analysis
Evaluation of position classifications and grades
Residual organization

V. Recommendations

A. Define the methodology and assumptions used to develop the Most
Efficient Organization

B. Describe recommendations that can be implemented to improve the
organization’s operational efficiency

C. Discuss whether levels of responsibility are allocated properly in the
organization

D. Identify technology, training, restructuring issues, materials, and
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equipment considerations that would improve the command’s ability to
perform the work defined in the Performance Work Statement
E. Provide supporting rationale for all recommendations

V. Developing the MEO

Analysis of Resource Impact — quantify the impact of the Management
Plan recommendations on the current organization.
Funding — quantify personnel savings, new equipment costs, total
savings to the government from implementing the MEO
Personnel — quantify the difference between the current organization
and the Most Efficient Organization (see Staffing Recommendations in

Template 7.5.3)

Equipment and Facilities — quantify costs and anticipated savings

associated with recommendations

VI.

performance)

Identify specific tasks the government must implement to ensure

internal quality assurance

Post-MEO Performance Review

Define the In-House Quality Control Process
Define the method by which the government will ensure quality
Discuss any variations from the QASP (e.g., what steps in the QASP
will be eliminated or added if the result of competition is in-house

7.5.2 SAMPLE INTERVIEW GUIDE

Before the data gathering stage can begin,
the CA team must meet and agree to a
particular interview guide format. This will
help ensure consistency in interviewing.
The CA team should establish a timeline for
collecting workload data, which includes
time to conduct interviews, gather available
data, and analyze workload data. Given that
workload data may not always be readily
available or may not be available in the
required format, the CA team should agree

to an approach for estimating workload data
when necessary. The method for estimating
data should be described and an audit trail
should be provided in the Management Plan.

NOTE: Much of the data gathering and
analysis should be done in conjunction with
any data gathering occurring during Step 2,
development of the PWS. The workload
data gathered for the PWS will be used in
the Management Plan.
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Template 7.5.2: Sample Interview Guide

Name of Interviewer Name of Interviewee

Date of Interview

Organization of Interviewee

Job Classification of Interviewee

How long have you been in this position?

Who is your immediate supervisor?

Do you supervise any employees? How Many?

Describe the nature of your work

What are the inputs to this activity? (i.e., activity starts with a work request)

Describe the work process and procedures

How does the process end? (i.e , completed work request forwarded to manager)

How much or many of these activities do you do each day, week, month, year?

Is there any seasonal variation to the work?

What government regulations dictate why certain functions are performed? Can any
of these functions be eliminated?

For the tasks that work well, why do you think they work? What could be done to
to improve those areas that don’t work well?

The focus of questions during this stage should highlight areas of the organization that
can be improved upon in the development of the MEO.

7.5.3 MEO Staffing Recommendations format for documenting the current

personnel costs and comparing those costs to
This template presents a format for the the personnel costs in the proposed Most
recommended staffing plan of the Most Efficient Organization.

Efficient Organization. It is a proposed

Template 7.5.3: Staffing Recommendations

AUTHORIZED FTE'S ASSIGNED PROPOSED
POSITION TITLE GRADE FES FUEY
Transportation Director WsS-14 0.5 0.5 0.5
Secretary GS-5 1 1 1
Head Administration GS-11 1 1 0
Branch

‘ AUTHORIZED FTE’S‘ ASSIGNED PROPOSED
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POSITIONTITLE | GRADE | FTE'S FTE'S
Records Clerk GS-5 1 1 1
PM Scheduler GS-7 1 1 1
Service Writer GS-9 1 1 1
Service Writer GS-7 1 1 1
Head Maintenance Branch WS-13 1 1 1
Parts Expediter WG-9 1 1 0
Inventory/Supply Spec. WG-7 0 0 1
Mechanic WG-10 11 10 4
Mechanic WG-9 6 5 3
Mechanic WG-7 3 3 4
Mechanic WG-5 1 1 3
Head Body & Paint Branch WS-12 1 1 0
Body Specialists WG-9 5 4 3
Painter WG-9 1 1 1

TOTAL 36.5 335 255

7.5.4 In-House Cost Estimate Form

Template 7.5.4 represents page one of the
two page generic cost comparison form (see
Step 14 for the full cost comparison form).
It illustrates the In-House Performance, the
Contractor or ISSA Performance and the
Decision sections of the cost comparison. It
is designed to cover the performance period

of the contract. In this template, the first
three years of the performance period are
covered along with a column for additional
performance periods and a column for total
cost. Depending on the actual period of
performance, there may be a column for
each of five or more years of performance
and a column for total costs.

Template 7.5.4: Cost Comparison Form In-House Vs. Contract Or ISSA Performance

Performance Periods

1st

2nd 3rd Add’l Total

IN-HOUSE PERFORMANCE

1. Personnel

2. Material and Supply

3. Other Specifically Attributable
4. Overhead

5. Additional

6. Total In-House Cost

Template 7.5.4 (cont’d)
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CONTRACT OR ISSA PERFORMANCE

7. Contract/ISSA Price

8. Contract Administration
9. Additional

10. One Time Conversion

11. Gain on Assets (
12. Federal Income Taxes (

13. Total Contract or ISSA

DECISION
14. Minimum Conversion Differential
15. Adjusted Cost of In-House Performance

16. Adjusted Total Cost of Contract or ISSA
Performance

17. Decision - Line 16 minus Line 15

18. Cost Comparison Decision: Accomplish
Work:

In-House
Contract or ISSA

The following tables show how data for the
preceding Cost Comparison Form are
calculated. This first table is included in
order to illustrate how personnel costs (Line
1) are derived. It is important to note that
this illustration is simplified and does not
include all of the details that are necessary
and normally included such as: geographic
pay; applicable entitlements; fringe benefits;
temporary employee treatment of fringe

benefits versus social security; or an
explanation of the method used to escalate
pay in the out-years. Methods of calculating
these costs and details about them are not
included in this guide but may be found in
other handbooks, regulations, instructions
and procedures associated with the A-76
process (see the A-76 Supplemental
Handbook).
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Line 1: Personnel Costs (Based on the MEO Staffing Plan)

A B C D E F G H I
Other Fringe Personnel
Position Title Grade FTEs** | Annual Wage | Entitle- | Basic Pay Benefits*** | Other Pay Costs
(C * Wage ments (D+E) (F*32.45%) (F+G+H)
Rate)

Director WS-14 0.5 $24,825 $24,825 $8,056 $32,880
Secretary GS-5 1.0 $22,518 $22,518 $7,307 $29,825
Records Clerk GS-5 1.0 $22,518 $22,518 $7,307 $29,825
Scheduler GS-7 1.0 $27,892 $27,892 $9,051 $36,943
Service Writer GS-9 1.0 $34,121 $34,121 $11,072 $45,193
Service Writer GS-7 1.0 $27,892 $27,892 $9,051 $36,943
Head Maint.
Branch WS-13 1.0 $47,486 $47,486 $15,409 $200 $63,096
Inventory/Supply
Specialist WG-7 1.0 $29,390 $29,390 $9,537 $200 $39,128
Mechanic WL-10 2.0 $72,426 $72,426 $23,502 $400 $96,328
Mechanic WG-10 2.0 $65,811 $65,811 $21,356| $1,070 $88,237
Mechanic WG-9 3.0 $95,285 $95,285 $30,920 $400| $126,605
Mechanic WG-7 4.0 $117,562 $117,562 $38,149| $1,813[ $157,523
Mechanic WG-5 3.0 $80,808 $80,808 $26,222| $2,790( $109,820
Body Specialist [WG-9 3.0 $95,285 $95,285 $30,920 $400[ $126,605
Painter WG-9 1.0 $31,762| $5000( $36,762 $11,929 $200 $48,891

TOTALS 25.5 $795,580| $5,000| $800,580 $259,788| $7,473| $1,067,842

** or hours for intermittent employees
*** or 7.65% for intermittent employees

Line 1 personnel costs include the cost of
personnel staffing identified in the Most
Efficient Organization. In accordance with
the A-76 Supplemental Handbook, the cost
of military personnel must be included in the
IHCE and is calculated using the composite
rate for uniformed personnel established by
the DoD or the Navy Comptroller.

Line 2: Material and Supply Costs

Special Paint

Total

ID #

QUANTIT

Y

UNIT
PRICE**

OF

SUPPLY

$4,278 | GSA

SOURCE

Material and supply costs are calculated for
each period of contract performance.
Material costs are calculated only if the
materials are used by the activity and will
not be provided to the contractor or ISSA
service provider by the government. In the
following example, it has been determined
that the NSA Cattle Crossing will use the
special paint that is in the current inventory.

MATERIAL

MARKUP

25%

25%

FACTOR***

ADJUSTED
UNIT PRICE
(D*E*G)

5,347

5,347

ANNUAL
MATERIAL
COST (C*H)

5,347

5,347

** for out years, this figure would include an adjustment for inflation

*** According to the A-76 Supplemental Handbook, no material mark up is required if the Navy certifies that all costs of
acquiring, managing, storing, transporting and overhead are included in the pricing structure. For the purposes of this
illustration, a material mark up factor has been included in order to provide an example of a circumstance where the
Navy would not furnish a particular material item and costs would need to be included.
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Line 3: Other Specifically Attributable
Costs

Other specifically attributable costs will be
used to document any costs other than
CATEGORY \ FIRST SECOND
Depreciation
Rent $75,000 $78,000

Maintenance &
Repair

Utilities $27,000 $25,000

personnel and materiel costs that are
specifically attributable to a function for
each year of the period of performance.

THIRD TOTAL

$80,000 $233,000

$25,000 $77,000

Insurance
Travel
Other Costs
Total $102,000

$103,000

$105,000 $310,000

Line 4: Overhead

Overhead costs include two major categories
of costs: operations overhead and general
and administrative overhead. Operations
overhead is defined as those costs that are
not 100 percent attributable to the function
under study, but they are costs that are
generally associated with the recurring
management of the activity. The general
and administrative overhead costs include
items such as salaries, equipment, space
related to headquarters management,
accounting, data processing, and other
support services provided in support of this
activity. Line 4 is calculated by
multiplying the Line 1 personnel costs by 12
percent. If the personnel costs include the
cost of military personnel, the overhead cost
should be 12 percent of the civilian
personnel costs only.

Line 5: Additional Costs
This line is used to identify any costs not
specifically attributed to lines 1 to 4 of the

IHCE. Additional costs may include the
cost of capital for new equipment, the costs
of any support contracts included in the
MEO (e.g., if the MEO includes a new
support contract in order to be more
efficient), and the cost of contract
administration for any MEO related support
contracts (although these contract
administration costs would be included in
Line 1, Personnel Costs).

7.5.5 Technical Performance Plan

This template presents a suggested format
for the technical performance plan (TPP).
The TPP describes the government’s
approach to implementing the technical
aspects of the PWS using the MEO. The
CA team can use this format in developing
the TPP to perform the work specified in the
Performance Work Statement.

Template 7.5.5: Technical Performance Plan -- Outline

A. Introduction
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B. Understanding of the Scope of Work

C. Technical Approach

Approach

MEO Staffing and Organization
Training

Equipment and Facilities

D. Management Approach

HodE

E. Past Experience/Statement of Qualifications

7.5.6 Transition Plan

The Transition Plan should cover two
contingencies: activities performed by the
transition team if the government wins the
bid, and activities performed by the
transition team should the contract be
awarded to an outside vendor. For the first
contingency, the Transition Plan should
discuss those specific steps taken by the
command to implement the MEO as
described in the Management Plan. This
includes plans to acquire new resources,

Template 7.5.6: Transition Plan Outline

establish new position descriptions,
reclassify positions, or implement new
operating procedures. If the contract is
awarded to an outside vendor, the Transition
Plan should include plans for helping
government employees transfer to new jobs,
disposition of government equipment and
materials not used by the contractor, and
plans for coordination with the contractor
for a smooth transition from government to
contractor operations.

Introduction — Specify the time-frame the Transition Plan will address,
who (organization and point of contact) is responsible for implementing the
plan, affected organizations, and list assumptions and references used in
developing the plan. Note that all sections in this outline, except Section
V.B., deal solely with the government’s transition to the MEO, while Section
V.B addresses a transition to contractor operations.

Summary of Process Changes — discuss changes in process and
procedure between the current organization and proposed MEO.

Summary of Staffing Changes—discuss changes in staffing and
organization between the current organization and proposed MEO. Include
discussion of training in the new organization.

Planning for Implementing the Most Efficient Organization — describe
all the planning which must occur before the award decision is made.

Post-Award Decision Activities — implementation of planning process

depending on who wins the award.
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A. Government Wins

B. Contract Awarded to an Outside Vendor

VI.

Transition Plan

Indicators of Successful Transition to the MEO — describe the
performance indicators that will define the successful implementation of the

7.5.7 Pre-Independent Review Checklist

The A-76 Supplemental Handbook requires
that the government’s cost estimate be
certified by the command’s independent
review officer (IRO) to ensure that the
estimate complies with the guidelines
specified in the Circular. The Management
Plan including the MEO, IHCE, TPP and

TP must be forwarded to the IRO for review.

The IRO acts as an independent authority to
certify that the Management Plan reasonably
establishes the government’s ability to
perform the PWS with the resources defined
in the MEO. The IRO also ensures that the
government’s cost estimate has been

Template 7.5.7 Independent Review Checklist

calculated in compliance with the A-76
Supplemental Handbook.

The following checklist should be completed
before forwarding the Management Plan to
the IRO. A list of personnel involved in the
development of the Management Plan and
Cost Estimate should be made available to
the IRO. The IRO can upon these personnel
for clarification of any information in the
documents being reviewed. This list could
also include the names and telephone
numbers of individuals who participated in
advisory roles during the study (e.g.,
individuals from legal, procurement, and
personnel).

1. Has the Management Plan been completed and approved by the Commanding Officer?

2. Has the Management Plan been developed to address the same scope of work as defined

in the PWS?

3. Identify the authorized spaces for the function and the positions identified in the MEO.

4. Verify that the cost comparison was developed using the same scope of work, period of
performance, and performance standards established in the PWS.

5. Is all documentation available to support the development of the Management Plan
workload data and development of the MEO?

6. Is all documentation available to support the in-house cost estimate?
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7.5.8 Post-MEO Performance Review

A Post-MEO Performance Review is The Post-MEO QA Plan should be based on
required for 20 percent of the cases by the the Quality Assurance Surveillance Plan
A-76 Circular when performance of a developed in Step 2, Develop the

function is to remain in-house as a result of Performance Work Statement and Quality
the cost comparison. The Post-MEO Assurance Surveillance Plan. This will
Performance Review should be performed as provide the details of the government’s

a formal review to analyze the government’s quality assurance plan when it is
performance one year after implementation implementing the MEO. Use the checklist
of the MEO. below to prepare for a Post-MEO

Performance Review.

Template 7.5.8: Post-MEO Performance Review

1.

2.

Confirm that the MEO has been implemented in accordance with the Transition Plan

Confirm that the activity is performing the services listed in the Performance Work Statement

. Validate that the actual costs are within the estimates established in the IHCE.

. If adjustments to the MEO or cost estimate have been made, ensure that the proper waivers

or modifications to the scope of work have been obtained by the activity.

. Measure implementation of the MEO: Has the organization implemented the personnel

structure described in the Management Plan? Do the numbers of FTES, the grade structure,
and contract support match items listed in the Transition Plan and MEO?

. Measure the performance of the MEO in terms of workload, responsiveness, quality of the

service/product.

. Review actual costs versus costs projected in the IHCE for all line items (personnel,

materials and supplies, other specifically attributable costs) to determine conformance with
the cost estimate.
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Simulated Management Plan
(provided for illustrative purposes

only)

The following Management Plan including a sample interview guide, MEO, In-House
Cost Estimate, Technical Performance Plan, and Transition Plan and were developed
during the course of a simulation to test this guidebook. These examples are for
illustrative purposes only.

SAMPLE INTERVIEW GUIDE:

Name of Interviewer: S. Canada

Name of Interviewee: J. Mechanic

Date of Interview: 10/16/96

Organization of Interviewee: Transportation Maintenance and Repair

Job Classification of Interviewee: WS-13, Head Maintenance Branch

How long have you been in this position: 20 years

Do you supervise any employees: 21

Describe the nature of your work: Maintain and repair all 1,424 vehicles on NSA

What are the inputs to this activity?
Process starts with a work order from the administration branch, and a vehicle
from the customer. Receive a service ticket from the service writer that details
the problem with the vehicle. A copy of the ticket is given to the scheduler and
the records clerk. The Maintenance Branch does not begin work on any vehicle
before receiving a service order and a schedule from the Administration Branch.
Maintenance Branch will do scheduled and unscheduled repairs at the same
time.

Describe the work process and procedures:
a. The Maintenance Branch is responsible for both scheduled and unscheduled
maintenance and repair.

1. Scheduled maintenance includes: change/rotate tires, check fluids, replace
wiper blade and air filters, change oil, winterize, perform tune-ups based on
the mileage of the vehicles or time from last service.

2. Unscheduled repairs: include both vehicle breakdowns and vehicle accidents.
This is accomplished by troubleshooting the vehicle to determine the cause of
failure. Remove part and give it to the parts expediter who gets a new part. If
the vehicle has additional trouble that was not listed on the service ticket, the
additional parts and trouble are noted on the service order.

b. Also responsible for picking up and towing cars that break down within a 100
mile radius, requires sending out a tow truck and a couple of employees to tow the
vehicle back to the repair shop.

7-21




Succeeding at Competition
Step 7: Develop The Management Plan Estimated Time To Complete 5.5 Months

c. Responsible for the maintenance of the fire and police vehicles. Includes
installing radios and custom fitting all police vehicles on the base. Any maintenance on
the police or fire vehicles is a high priority. All appropriate resources are assigned to
fixing those vehicles until the work is complete.

d. Supplies: Common parts are located in the vehicle repair shop. Parts that are
not in the shop are obtained from Base Supply. If Base Supply does not have the part
in stock, it purchases the part from a local distributor.

e. Vehicles that have been in accidents: The service writer tries to determine if
repairs other than body work and paint are required. We coordinate with the body shop
to repair these vehicles; however, they affect schedules and planning in the
maintenance shop.

f. A local contractor disposes of oil, tires, and batteries. All disposal has to be
done in accordance with OSHA standards.

g. Process ends when the road test is satisfactorily completed, the paperwork is
completed, and vehicle is made available to the customer.

Special Requirements:

a. The three bridge cranes require special weight testing. Travel to the bridge
crane site is required to make repairs. More than one person is required to work on
cranes because of the heights. This work needs to be planned and scheduled ahead of
time.

b. Maintenance of the fire trucks must adhere to all safety, fire, and
environmental standards. In Administration Branch, the Records Clerk must maintain
the appropriate forms indicating that the maintenance has been performed in
accordance with the regulations. This has to be done quickly to keep the trucks in
service.

Workload:

Obtain copies of any reports that are reported to the command on a monthly and
guarterly basis that report on the Vehicle Maintenance Activity.

Are there any seasonal variations to the work performed?

a. The Body Shop performs more body repair work in the winter. The battery
shop is busier in the winter recharging or replacing batteries. Snowplows and
associated hydraulics need to be serviced in the winter to keep them operating. This
work generates overtime hours in the winter.
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Government Regulations:

e OSHA guidelines (required by law)

 NAVFAC Standard Navy Maintenance Schedule (get a waiver)

e Other NAVFAC regulations

» Local Regulations—A tanker explosion 10 years ago was the result of using old
loading equipment. Base regulations require a 3-hour process to purge the tanker
and piping when repairing the tankers. No longer needs to be done since only
nonflammable fluids are used.

What processes work well in the organization?

a. Routine maintenance works well because we can plan for the parts and the
labor.

What processes don’t work well in the organization?

a. Getting the unscheduled maintenance done. Parts that are not in the
storeroom are always long lead time items.

b. We are behind in technology. There’s no training for my staff, the equipment
in the shop is not up to date, and it takes us longer than the standards to repair the
vehicles.

c. Problems with the scheduling process: Can't get the customers to bring in
vehicles for preventive maintenance. When they do bring the vehicles in to the shop,
we have a lot of unscheduled repairs and the PM sometimes gets backed up. Any
unscheduled repairs for the police or fire vehicles take precedence over any other
maintenance work and disrupt the schedule.

What could be improved:

Problems with the interaction between the Administration Branch and the Body
Shops. Procedures would work better if we consolidated those operations under the
Maintenance Branch. Also, the scheduler needs to be under my branch in
Maintenance.

7-23



Succeeding at Competition
Step 7: Develop The Management Plan Estimated Time To Complete 5.5 Months

SAMPLE MOST EFFICIENT ORGANIZATION (MEO)
EXECUTIVE SUMMARY

The objective of the MEO is to develop the most efficient organization for the
Transportation Maintenance and Repair Division. The approach is based on the PWS,
interviews with staff, analysis of workload, and when required, estimates of workload
data and industry best practices. It is assumed the division works 8 a.m. to 5 p.m.
Monday through Friday. It is also assumed that the current workload continues and no
major changes are planned in the customer base. Based on the best available data
and analysis, it was concluded that 26 FTEs, vice the current 37 FTESs, can deliver the
services of the MEO. To facilitate the new level of effort in the assigned work,
moderate changes in the organization and overlapping of shifts to extend service
availability and work assignments are required. In addition, some technical capabilities
will be added.

INTRODUCTION

The MEO will portray the division as it needs to be — more efficient, but satisfying all
customer requirements. The MEO was developed using the best available data on
workload, staffing, work processes and procedures, outputs, as well as the facility and
organizational structure. Assumptions and estimates were used where necessary to
simplify the analytical problem and to work around unavailable data.

In order to establish an appropriate benchmark for the division’s productivity, commonly
based standards such as Chilton’s and Motors were consulted. These documents were
used to benchmark the process.

The scope of the study addressed all vehicles assigned to the NSA. Workload and
customer base were straight-lined over the performance period. In other words, work
loads were maintained at the same level. The motor pool operations associated with
the Transportation Department were excluded from the scope.

The methodology included interviews with selected managers and staff in the division,
review of the maintenance and repair records, budgets, and procedures. Where
workload data was absent, work sampling was used to develop estimates. Customers
were interviewed regarding their experience with the division and the level of
satisfaction; however, no formal customer survey was conducted. To gauge and
consider new ways of doing business, commercial best practices and standards were
consulted from trade sources.

CURRENT OPERATIONS

The division provides vehicle maintenance and repair for the 1,424 vehicles plus 3
bridge cranes owned by the Naval Support Activity (NSA). The Maintenance Branch
performs both scheduled and unscheduled maintenance and repair. In addition, the
branch provides emergency repair for any transient vehicles on NSA. The body shop is
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responsible for painting, body work and other work such as upholstery, windows, and
the chassis.

Exhibit 7-2 shows the distribution of employees within the Transportation Division. At
the time of the study, 36.5 FTEs were authorized and 33.5 FTEs were assigned to
perform the functions of the division. Sixteen different positions spanning 10 job series
are included.

Exhibit 7-2
Staffing Chart for the Current Organization
POSITION TITLE ‘ GRADE ‘ AUTHORIZED FTES  ASSIGNED FTES
Transportation Director WS-14 0.5 0.5
Secretary GS-5 1.0 1.0
Head Administration Branch GS-11 1.0 1.0
Records Clerk GS-5 1.0 1.0
PM Scheduler GS-7 1.0 1.0
Service Writer GS-9 1.0 1.0
Service Writer GS-7 1.0 1.0
Head Maintenance. Branch WS-13 1.0 1.0
Parts Expediter WG-9 1.0 1.0
Mechanic WG-10 11.0 10.0
Mechanic WG-9 6.0 5.0
Mechanic WG-7 3.0 3.0
Mechanic WG-5 1.0 1.0
Head Body & Paint Branch WS-12 1.0 1.0
Body Specialists WG-9 5.0 4.0
Painter WG-9 1.0 1.0
TOTAL 36.5 335

Current Operating Procedures

The service writer develops a work order based on the customer’s comments. There is
no diagnostic information provided on the work order by the service writer. The
Maintenance Branch head then reviews the work order and estimates the time required
to perform the tasks. The work order is then routed to the scheduler. The scheduler
then develops the schedule of work to be done and routes the work order to the
Maintenance Branch and the body shop.

Scheduled maintenance includes changing tires; rotating tires; checking fluids;
replacing wiper blades; changing air filters, oil and oil filters; winterizing; and performing
tune-ups and other routine maintenance based on the mileage or time of last service.
Unscheduled repairs include breakdowns and accidents.

The division also tows cars that break down within a 100-mile radius.
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The division’s work also includes maintaining 6 fire trucks and 105 police vehicles. This
includes installing radios and custom fitting all police vehicles on the base. Any
maintenance on the police or fire vehicles is a high priority that preempts all other
repairs until complete.

The Maintenance Branch repairs engines, electrical systems, and any related electrical
equipment. The body specialists have been assigned to perform towing.

The body shop schedule is driven primarily by accidents and periodic repainting. All
vehicles are repainted as needed. The body shop coordinates with the Maintenance
Branch on any repairs required following accidents. Any body work done to the exterior
of the vehicle is done by the body shop.

The Administrative Branch retains all hard copy records, logs all work orders, and
initially defines the problem with the vehicle. The branch tracks all work received in the
division and provides reports on operations. The branch maintains the maintenance
records for all vehicles at NSA. The branch also develops the schedule for all
scheduled maintenance and unscheduled work. It also provides reimbursable repair
work for small commands, and coordinates with the comptroller to provide completed
work orders for billing and accounting.

The branch has a manual vehicle record maintenance system. Scheduling is done on a
large white board. (For purposes of the simulation, the simulation team assumed that
the activity did not use the Base Engineering Support Technical (BEST) system or any
other automated fleet maintenance system.)

The front office secretary schedules all directors’ meetings, and maintains all time and
attendance records for this branch.

The division director ensures effective and efficient operations aimed at satisfying the
customer. The director coordinates all activity with the command.
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Workload Data

Exhibit 7-3
Historical Workload Data

AUTOMOBILE AND TRUCK MAINTENANCE/REPAIR (ALL DATA IN THIS TABLE IS I=STIMATED)

FUNCTION HISTORICAL NUMBER OF
OCCURRENCES
1995 1996
Major Repair 552 450
Transient Equipment Repairs 252 348
General Repair
Repairs generated from PM inspections 3,600 3,552
Repairs generated from PM maintenance 3,540 3,480
Repairs generated from field service 390 372
Repairs generated from service calls 114 132
Repairs generated from new vehicle service 12 18

Accident Repair (including labor/materials)

— greater than $5,000 12 6

—$2001 to $5,000 60 48

—$500 to $2,000 72 36

— under $500 18 24
Service calls

— during regular hours 1,200 1,170

— after regular hours 150 114
Road service 210 192
Tow truck service 114 96
New Vehicle Service 48 72
Specific Maintenance. & Repair Requirements
- body and fender repairs (including associated painting & marking) 186 144
— corrosion prevention 372 354
— battery maintenance 480 432
— tire replacement 1,440 1,200
— tire repairs 222 264
— glass replacement 372 528
— glass repairs 204 126
— key services 198 144
— transfer/installation of special equipment 72 42
— painting and marking (not associated with body and fender work) 30 24
— special inspections (tests and calibrations) 138 192
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Exhibit 7-3 (continued)

WEIGHT HANDLING EQUIPMENT (WHE -- 3 BRIDGI= CRANES)
HISTORICAL NUMBER

OF OCCURRENCES

FUNCTION
- 1995 1996
Major repair 12 7
Minor repair 150 91
Preventive maintenance 72 84
Scheduled inspections and tests 72 84

Equipment Analysis

Test equipment is old and cannot perform diagnostics on modern fuel injected vehicles.
One of the bays has a dangerous lift that cannot be used. This increases the time
required to conduct maintenance.

The shop uses a compressed air cart instead of a centralized air system. This requires
the mechanic to locate and move the cart before starting any job requiring compressed
air.

The current procedures require the mechanic to rig the vehicle and then tow the vehicle
back to the shop.

The Administration Branch has access to computer systems; however, the hardware is
outdated and subject to frequent system crashes. As a result, the clerk and scheduler
have created and rely heavily on a manual system for creating and tracking work
orders. The system is labor intensive and requires that multiple paper copies of the
work order be generated for distribution to the Maintenance Branch, the Body and Paint
Branch, and the scheduler. The study team observed several instances where work
stopped while personnel searched for a specific work order.

All hand tools are kept in a central storage closet. To obtain tools, the mechanics must
locate the tool room manager to unlock the storage area. The parts expediter (WG-9)
has the collateral duty of serving as tool room manager. When the manager of the tool
room is involved in a task, he either stops work and unlocks the room, or gives the
mechanic the keys to the room. While the process for obtaining tools at the start of a
task required going to the locked storage room, the emphasis on returning the tools to
the room was not stressed heavily. Inventory of tools is incomplete and it is difficult to
track the exact amount of equipment in the facility. Approximately $15,000 in hand
tools have been lost over the past 3 years.

Facility Analysis

The shop is a 1940’s era warehouse. Batteries are recharged in the battery shop, which
is an isolated area with ventilation. The tire rotating area is caged to prevent debris
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from tires from dispersing during inflation. Lighting is insufficient and there are
problems with the electrical configuration. The shop is hard to keep clean and the
layout is inefficient.

Materials Analysis

Some shop level inventory is loose around the warehouse. The division personnel tend
to stockpile parts at their workbench due to delays in getting parts from supply. Paint
cans are stored in the paint/body shop. A list of materials and supplies used over the
past year is included as an attachment.

ANALYSIS OF CURRENT OPERATIONS
Analysis of Mission

With constant demand for vehicle maintenance services, there is no need to alter the
mission of the division. The mission is to provide high quality maintenance and repair to
all NSA vehicles in a timely fashion.

Organization

The division has 36.5 authorized positions, of which 33.5 are filled. The staff are all
motivated, dedicated individuals who perform tasks to the best of their ability. There is
a lack of training in current operations and technique. In addition, with some change,
the division can be more productive and effective.

e Service writers need to be trained to improve the details of the problem on the work
order and to include estimated time of repair.

» Scheduler looks at availability of the shop, the workload, and parts inventory
(scheduled PM).

« Currently, no one is looking up the flat rate standards for each task by referring to
Chilton’s or Motor’s.

» The expediter needs to be a supply technician to better expedite parts.
» The Maintenance Shop does not coordinate with the Body Shop.

» The Maintenance and Body Shop Branches both seem over-staffed for the amount
of workload.

b The Battery Shop is staffed by one WG-10 and one WG-7 Mechanic.
b WG-10/9s use the WG-7/5s only as parts runners and assistants.

* The head of the Administration Branch has limited promotion opportunities in the
division.
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Operating Procedures

Current operating hours are 8 a.m. to 5 p.m., Monday through Friday. There are no
provisions for early drop-off or late pickup of vehicles left for maintenance.

Currently, the work orders are distributed by the head of the Maintenance Branch as
they arrive in the shop but without consideration for the complexity of the actual repair.

The in-shop supply system is ineffective in that there is no system in place to track
current inventory and generate reorders. Also, there is no Basic Purchasing Agreement
(BPA) in place to order supplies from a local vendor, such as Pep Boys or Trak Auto,
when the parts are not available in a timely manner through Navy Supply System. No
automated system is currently connected with the base supply that would expedite
identification of requirements.

Off-site towing of vehicles is disruptive to the schedule. This function can be assigned
to a lower skilled person. The procedure for sending out an individual to tow a vehicle
back to the shop is very random. Generally, whoever is standing around is tasked with
going out and towing the vehicle. In several instances, the team observed two
mechanics going out to retrieve a vehicle. This process has generated overtime hours
because calls for tow usually come in late in the afternoon.

The inability to control the arrival of vehicles for scheduled maintenance hampers the
division’s ability to schedule work. PM is scheduled in advance based on time since
last PM and/or mileage driven. However, the record keeping functions are highly paper
intensive and not very accurate. As a result, some false PM notices are generated to
customers. Getting the vehicles into the department to PM s difficult because the
users do not want to give up the vehicle and do not always believe the PM notice.
Letting PM slip has created some additional vehicle maintenance problems. However,
to offset slipping of PM, the branch combines scheduled and unscheduled maintenance
as follows:

1. Vehicle comes in for scheduled maintenance and in the process the mechanic
identifies some unscheduled maintenance needs. The mechanic will perform the
maintenance.

2. Vehicle comes in for unscheduled maintenance and the mechanic performs
scheduled maintenance.

Only ad hoc PM is conducted on the branch shop equipment and it's based on the PM
card that was supplied with the equipment. This creates shop equipment downtime,
which disrupts the schedule.

The sys